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Edmonton, Alberta. 
January, 3st, 1959. 


The Honourable E. C. Manning, 


President, Executive Council. 


Honourable Sir: 


| have the honour to submit herewith the Annual Report of the 
Public Service Commission and also the Annual Report of the Suggestion 


Award Board for the year ended December 3Ist, 1958. 


dete PAOELOOW Ay, 


Chairman. 
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ANNUAL REPORT 
of the 
PUBLIC SERVICE COMMISSION 


FOR THE YEAR ENDED DECEMBER 3lst, 1958 


During 1958, although the Public Service Commission as a body was 
relatively inactive, the administrative duties of the Chairman, the Director 
of Personnel and the Commission's staff increased both in scope and 
volume. From the broader standpoint, the year was noteworthy for the 
re-examination which was given to the organization and practices of per- 
sonnel administration in the public service, anticipating the introduction of 
various measures for the improvement of personnel administration as 
envisaged in the provincial government's announcement of its five-year 
plan. Having regard to the fact that any suci measures are of concern 
to both employer and employees, this re-examination was conducted in 
some detail through the medium of the Joint Council so that the effects 
of any contemplated re-organization could be visualized by representa- 
tives of both management and staff. 


Meanwhile, the major project of reviewing the classification of posi- 
tions throughout the service was carried on by the Commission's classifica- 
tion staff. Good progress was made and it is expected that this work will 
be substantially completed by the early summer of 1959. 


The year was also marked by the granting of a general pay increase 
to all full-time provincial employees which, on July Ist, 1958, had the 
effect of raising pay scales and monthly salary rates by amounts ranging 
from $20.00 at the lower levels to $50.00 for senior positions up to the 
rank of deputy minister. 


At the 1958 session of the Legislative Assembly, The Public Service 
Act was amended to authorize the establishment of a suggestion award 
plan in the public service. Regulations governing the operation of the 
suggestion award plan, as well as new regulations governing educational 
leave and amendments of other regulations were made during the year. 


Recruitment, Appointments and Promotions 


In this section of the report, reference is made only to employees who 
are under the administrative purview of the Director of Personnel—that 
is, those whose positions are classified under the General Salary Schedule. 
The recruitment, appointment and promotion of employees whose positions 
are classified under departmental schedules are administered directly by 
the departments concerned, and records pertaining to these employees are 
not kept by the Commission. 


At the end of 1958, there were 5,248 employees under the Director's 
purview, representing an increase of 305 over the figure for the end of 
i957. The annual increases for 1955, 1956 and 1957 were 268, 347 and 
334 respectively. The increase of less than six per cent in 1958 is ap- 
preciably below the annual average of nearly eight per cent for ten 
years since the war. Itis to be expected, however, that the initiation of 
the government's five-year programme will bring about a renewed expan- 
sion of staffs in 1959, 
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It is estimated that in addition to the employees under the Director's 
purview, the number of full-time institutional and industrial employees 
under the direct control of various departments now approaches 5,000. 

During the year, 622 vacancies in the service were filled by promo- 
tion. The number of new employees recruited from outside the service 
to fill positions under the Director's purview was 1,180, as compared with 
1.463 in 1957. While considerably fewer vacancies were thus filled, there 
was a marked increase in the number of persons seeking employment with 
tne provincial government. Personal applications, nearly all for unspeci- 
fied positions, were made at the Director's office by 4,930 persons, as 
compared with 4,021 in 1957. In addition, a correspondingly large number 
of enquiries and applications were received by mail. 

Newspaper advertising of vacancies, supplemented by notices pub- 
lished in various trade and professional publications, remained the main 
method of recruiting new employees from outside the service. During 
the year, 59 specific vacancies were thus advertised, and general advertis- 
ing for stenographers was published on several occasions. 

The number of married women employed in the public service con- 
tinued to increase during 1958, although fewer were recruited from out- 
cide than in 1957. At the same time, fewer married women resigned in 
1958 than in 1957, so that the net effect was an increase in their numbers 
from 811 at the end of 1957 to 913 at the end of 1958. The latter figure 
represents 37.4 per cent of the total number ot females then being em- 
ployed. Comparative figures for the past three years are as follows: 


1956 1957 1958 


Number of women retained after marriage -........-.----- lO? MOF" “IAS 
Number of married women recruited _....W..-.. -------- 3940 VSB 12 1249 
Number of married women who resigned __........--------- 3295, 353.4 9284 
Number of married women employed at end ot year 701 8!! 913 
Married women employed at end of year as per- 

centage ot total female employees ..........-- 3 LOL, tyut4 2 font eectey 


Table | shows the statistics for the year with respect to recruitments, 
promotions and staff numbers in the various departments. 


Staff Losses 


The above figures respecting married women, together with a reduc- 
tion from 973 in 1957 to 723 in 1958 for the total number of females 
recruited from outside the service, signify a marked drop in female staff 
losses. The staff turnover rate fell to 26.79% from 32.5% in 1957—a turther 
reduction from the 1956 peak figure of 38°,—and it is fairly evident that 
the reduction was more marked among femaie employees than among 
rnale employees. 

Although the reduction in total resignations from 1,543 in 1957 to 
1,330 in 1958 was not as large as might have been expected in view of 
general employment conditions, the fact that our staff loss-rate last year 
fell to two-thirds of what it was two years earlier is nevertheless gratitying. 
This improvement in staff stabilization is most noticeable among permanent 
appointees, and is attributable mainly to two factors—the relative scarcity 
of other jobs outside the service and the improvement in service pay scales 
which resulted from the general adjustment of July Ist, 1958. 
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Table Il shows by departments the staff losses for 1958. Table III 
shows the reasons given for permanent staff resignations. 


Classification and Pay 


In February, 1958, tne Executive Council gave its approval in principle 
to the scheme and procedure for the classification of positions in the 
service which had been recommended by the Public Administration Service 
consultants who were engaged in 1957, and the Commission's Classifica- 
tion statf accordingly began a classification survey on those lines cover- 
ing all full-time positions in the service below the rank of deputy minister. 


The objects envisaged in carrying out this survey are as follows: 


|. To classify positions throughout the service on the basis of similarity 
of the nature of tneir duties, requisite qualifications and level of 
responsibility, and to allocate each position to its appropriate class. 


To establish for each class a scale of pay based on generally prevail- 
ing rates with due allowance for pensions and other fringe benetits, 
utilizing a single salary schedule which will supersede the various 
separate schedules now in use. 


Nd 


This project entailed a review of the duties of some 9,000 positions, 
and it is expected that by the early summer of 1959, a classification plan 
providing for the establishment of less than 400 classes to which these 
positions may be allocated, as well as a pay schedule showing the pay 
range for each class, can be submitted for approval by the Executive 
Council. If the basic classification and pay plan is adopted, the alloca- 
tion of positions to their classes will then be made, with provision for 
appeal by employees who may consider their positions to have been in- 
correctly allocated. The pay scale provided by the schedule for each 
class will then apply to the incumbents of the various positions and any 
necessary adjustments in salary rates would be made in accordance with 
such rules as may be laid down by the Executive Council. 


In view of the present generally favourable standard of pay for most 
classes of personnel in the service, it is likely that most adjustments to be 
made upon adoption of a new classification and pay plan would be minor 
and that the total amount of the service payroll would remain much the 
same as before. The general increase granted on the Ist of July, 1958, 
in effect anticipated broadly the consequences which would otherwise 
have been brought about at a later date by adoption of a new classifica- 
tion and pay plan, and as matters stand now, the pay scales for most 
classes would probably not be changed, while the remainder would be 
subject in about equal numbers to upward or downward adjustment. The 
manner in which these adjustments would be made has yet to be decided 
upon and presumably will be a question for negotiation through the Joint 
Council if and when the basic classification and pay structure has been 
approved. 


In 1958, further arrangements with other provincial public service 
commissions, civic personnel offices and other employers were made for 
the continued exchange of data on classification and pay rates. On the 
basis of the information so obtained and that provided by the provincial 
Bureau of Statistics on pay rates prevailing among private firms within the 
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province, the Commission's classification staff is now able to make a close 
determination of what represents an equitable salary level tor most classes 
of positions in the service. 


During the year, new positions were classified and existing positions 
were re-classified under the General Salary Schedule in the numbers shown 
below: 


New Positions Existing Positions 


Department Classified Reclassified 
Agricilftre® S125). £2. NRC Wei ane [| “— 
Attorney “General Soe tas ee ener 28 25 
Audi @ ice! 25 om pov 20 ee pee 12 = 
Economic Arralre creo ee See 26 
POI CETIOUN ce rere ae eee er eee 52 6 
EX@CUTIVe scOUNC! wetr ay) a eee | — 
WES sith. te a ae ce ee 26 9 
lnchusteie swan celiaio Ot (reed toch pelea eee 20 6 
LandséandsForestsia eu 29 eee 34 10 
Nines amcleM ine talsvss Sin ook leeeee 9 3 
MinicipalAtiairs a. 228) i aeons ee 30 30 
Prévincial“Seeretary 2.4.7 Gan ee, Te 4 5 
RUBIiC hee nat: eens ae ee =e per. 33 4 
Public, Wetare woke eyes ae eee 23 2 
Par ic a VV ORS: thle ace cetera oe ue 19 19 
[reasuny Branches ensiteoc.. ot sade. 10 | 
Treasuty,. 2028002..00) a. Depa vine. elas 22 4 

Peralsne2ck inane fh tne Alaa Satie. 360 125 


Hours of Work and Attendance 


No changes were made during the year in the weekly hours of work 
or the rules governing overtime worked by employees in the Public Service. 


As compared with 1957, there was an improvement in 1958 in the 
rate of absenteeism among public service personnel. The per capita time 
lost was 6.44 days, of which 4.69 days were allowed with pay. 


Table IV shows by departments the total and per capita time losses 
of employees whose attendance is under the purview of the Director of 
Fersonnel. 

Service Rules and Regulations 
Leave of Absence for Training Purposes 

In 1958 the Joint Council agreed that specific rules should be made 
to establist: the terms and conditions under. which employees in the Public 
Service could obtain leave from duty for the purpose ot taking courses of 
specialized training provided by the universities and other institutions. The 
Executive Council accepted the Joint Council's recommendations in this 
connection, and Order-in-Council 1082/58 was passed on July 22nd, 1958, 
setting out Rules Governing Educational Leave. (See Appendix A). 
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Under these rules, leave with full pay or part pay to be taken in 1958 
and/or 1959 was granted to 4 employees of the Department of Agricul- 
ture for a total of 26 months’ absence, to | employee of ihe Department 
of Economic Affairs for 3 days’ absence, to 7 employees of the Depart- 
ment of Education for a total of 14!/, months’ absence, to | employee of 
the Department of Highways for 9 months’ absence, to 6 employees of 
the Department of Lands and Forests for a total of 26 months’ absence, 
to 4 employees of the Department of Health for a total of 12 months’ 
absence, and to 2 employees of the Department of Public Welfare for a 
total of 14 months’ absence. These employees are nearly all protessional 
personnel who are taking post-graduate or special graduate courses at 
various universities. One employee of the Department of Industries and 
Labour was granted 12 months’ leave, and one employee of the Depart- 
ment of Lands and Forests was granted 7 months’ leave for educational 
purposes, in both cases without pay or other government aid. 


Disciplinary Procedure 

Following discussions conducted by the Joint Council in July to 
September, 1958, the Commission drafted revised rules governing 
the disciplinary procedure to be followed in cases of misconduct, 
neglect of duty, etc. These rules, (which appear in Appendix B of this 
report) were approved by the Executive Council and became operative 
on October 23rd, 1958, superseding the rules which had been made in 
1955 (Appendix AA, 1955 Commission Report). 


‘During the year, four employees presented appeals against dismissal, 
and their cases were investigated by appeal committees. The Chairman 
of the Commission served as a member of the appeal committees which 
dealt with three of these cases, and the Director of Personnel served on the 
fourth. One employee's dismissal was subsequently confirmed, two were 
transferred to other positions following penalization by suspension with- 
out pay, and the fourth was reinstated without loss of pay. 


Holidays and Sick Leave 

On September 10th, 1958, following representations made by the 
Civil Service Association, the Commission was instructed to draft amena- 
ments of the Holiday and Sick Leave Regulations to provide for the grant- 
ing of sick leave with pay and pay in lieu of annual holidays to part-time 
employees in the public service. These provisions, which became effective 
on October Ist, 1958, under Order-in-Council 1361/58, appear in Ap- 
pendix C of this report. 


By Order-in-Council 1736/58, Regulation 9 was deleted from the 
general Regulations Governing Holiday Leave, eftective January Ist, 1958. 
This regulation had provided for the forfeiture of holiday leave for the 
current year by any employee who is dismissed tor cause. 


Personnel Administration Organization 


In January, 1958, the Public Administration Service consultants who 
had been engaged in 1957 to study and report on classification and per- 
sonnel management in general, submitted to the government their recom- 
mendations on the latter of those two subjects. Their report reviewed the 
present status and functions of the Commission and the Joint Council and 
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tneir relationship to the Executive Council in matters of personnel admin- 
istration, and made the following observations and recommendations: 


Policy decisions on such matters as salaries, basic recruitment 
and selection principles, working conditions, employee benefits, etc., 
should continue to be made by the Executive Council, following staft 
work by a permanent personnel agency and atter hearing the point 
of view of the employees as reflected through the staff association. 


Department heads should have responsibility in appointments, 
promotions and disciplinary actions affecting the employees under 
their control. They should be consulted with respect to proposed 
classification actions affecting their depariments. 


There is a need for a body representing employer and em- 
ployees to consider staff grievances and appeals in cases of serious 
disciplinary action and alleged unsound classifications. The Joint 
Council is the logical body to perform those functions. Its establish- 
ment, hitherto permitted by the Act to be effected by order-in- 
council, should be required by statute. 


Most of the functions assigned by the present Act to the Com- 
mission aré of an administrative and technical nature. A collective 
body such as the Commission is not the kind of body best suited to 
perform them. As any matters requiring deliberation as to prin- 
ciples and policy by a collective or joint body are best dealt with by 
the Joint Council and the Executive Council, the Commission as a 
body should be abolished, and its administrative, technical and ad- 
visory duties should be assumed by a suitably organized central 
personnel office headed by a Public Service Commissioner. 


The Commission and its staff now perform the following ad- 
ministrative and technical duties: the custody and maintenance of 
staff records; the policing of attendance and leave and the applica- 
tion of salary regulations; the advertising of vacancies and the recruit- 
ment and selection of appointees to clerical and other positions; the 
classification of positions; general pay research; the preparation of 
staff regulations and executive orders relating to personnel. The 
Commission's statf, under the direction of the Public Service Pension 
Board, also administers employee pensions. (The operation of a 
suggestion award plan has since been added). The Commission is 
not organized to deal with staff training; this is left to the depart- 
ments, where it has been developed only for a few categories of tech- 
nical personnel. The Commission's recruitment activities and selec- 
tion procedures are weak; for recruiting, newspaper advertising is 
mainly relied upon, and in the selection process, tests and examina- 
tions are rarely applied, appointees being chosen mainly on the basis 
of their educational and experience records. The central personnel 
agency should be equipped with the necessary staff and resources to 
correct these deficiencies, and would best be organized under the 
Public Service Commissioner in three divisions dealing respectively 
with (1) recruitment and selection, (2) classification and pay, (3) staff 
records, staffing transactions and pensions. 
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On June 12th, 1958, the Executive Council held a meeting with the 
Provincial Executive of the Civil Service Association of Alberta and the 
Public Service Commission for the purpose of discussing personnel policies 
and practices and exchanging views on various suggestions for their im- 
provement which had been discussed by the Joint Council. The Joint 
Council and the Chairman of the Commission were subsequently asked to 
study the Public Administration Service report, and also to give considera- 
tion to ways and means of providing for some form of centralized purview 
over staff establishments and staff organization in the various departments 
and to submit proposals to the government. During the succeeding- 
months the Joint Council and the Chairman evolved a re-draft of The 
Public Service Act which incorporated most of the measures recommended 
in tne Public Administration Service report and contained new provisions, 
with respect to classification, staff organization and statf establishments. 
This document was substantially completed by the end of the year and it 
was anticipated that it could be presented to the Executive Council as a 
pattern for new legislation to be considered at the 1959 session of the 
Legislative Assembly. 


Other Activities 


As in previous years, the Commission gave assistance and advice from 
time to time to the Research Council of Alberta, the University of Alberta 
and the University Hospital in matters relating to personnel, mainly in 
connection with classification and pay. 


Liaison with other Canadian public service commissions was con- 
tinued and extended and numerous exchanges of information and views on 
various aspects of personnel administration were made with them. 


On August Ist, 1958, the Suggestion Award Board began its opera- 
tions under the chairmanship of the Chairman of the Commission. A sep- 
arate report of that Board's activities appears in Appendix D. 


The Chairman attended all but one of the Joint Council meetings held 
during the year. Regular meetings of the departmental personnel officers 
were held and were aitended by a Commission member or representa- 
tive. 

We wish to record again our appreciation of the generally harmon- 
ious and amicable relations which haye prevailed in our contacts with the 
Executive Council, the Joint Council, the senior officers of the departments 
and the Civil Service Association. For their co-operation and support we 
are most grateful. 


J. AFOLEOWAY, 


Chairman. 


Ke Cee IIZER: 
Member. 


oe BELLS: 
Member. 
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APPENDIX A 
RULES GOVERNING EDUCATIONAL LEAVE 

l. Leave from duty for the purpose of taking courses of professional 
or technical training shall be granted to employees of the provincial 
government in accordance with these rules. 

2. Each application for leave shall be made in writing by the em- 
ployee or by a responsible officer of the department concerned and 
shall state: 

(a) the nature and duration of the course to be taken; 

(b) whether completion of the course by the employee would be of 
advantage to the department from the standpoint of improved 
performance of his current or future duties; 

(c) whether a fellowship or other financial assistance from any source 
outside the service is being granted to the employee. 

3: Each application for leave shall be subject to approval by the 
Minister of the department. 

4. (I) Leave from duty to take post-graduate or advanced or supple- 
mentary professional training may be granted to professional em- 
ployees— 


(a) when the department requires an employee to take a course 
of training in order that he may be better qualified to per- 
form any duties assigned to him or to pertorm the duties 
of a position to which he has been or is to be transferred or 
promoted, or 

(b) when an employee wishes to take a course of training in 
order that he may be enabled to pertorm his current or an- 
ticipated duties more effectively, or 

lc) when an employee wishes to take a course of training which 
is not essential or relevant to the performance of his current 
or anticipated duties. 

A period of leave, when granted, shali not exceed one year. 

Each application for leave to take professional training shall be 
reviewed by the Public Service Commission, and the Commission 
shall make a report to the Provincial Treasurer on each application, 
recommending whether and on what terms the leave applied for 
should be granted. 

(4) The final decision with respect to the granting of leave shall 

rest with the Executive Council. In each case, leave from duty, when 

ouenyes shall be authorized by order of the Lieutenant Governor in 

Council. 

(5) (a) When leave is granted in the circumstances specified in 
clause (a) of paragraph (1), the employee's salary, together 
with tuition fees, travelling and subsistence costs and other 
legitimate expenses incurred by him in taking the course shall 
be paid by the department. 

(b} When leave is granted in the circumstances specified in 
clause (b) of paragraph (1) and the application has been 
approved as provided by rule 3, the employee shall be paid 
during his absence from duty I5 per cent of his current 
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salary for each completed year of his prior service on the 
permanent staff of the public service up to a maximum of 75 
per cent thereof, and he shall receive no other financial aid 
from the department in meeting the expenses incurred in 
taking the course. 

(c) When leave is granted in the circumstances specified in 
clause (c) of paragraph (1), no payment of salary or expenses 
shali be made by the department in respect of the em- 
ployee's period of absence. 

{d) When a fellowship or other separate financial assistance is 
being granted to the employee, the annual salary on which 
the salary payments provided for in clauses (a) and (b}) are 
based shall be reduced by the amount so granted. (e.g. If 
the employee's annual salary is $6,000.00 and the value of 
his fellowship is $1,000.00, he would receive $5,000.00 as 
salary for a year's leave or $2,500.00 for 6 months’ leave 
under clause (1) (a); if he had 4 years’ prior service and took 
leave under clause (I) (b), his salary payment for a year's 
leave would be 60 per cent of $5,000.00, or $3,000.00, or, 
for 6 months’ leave, $1,500.00.) 

(6) When leave is applied for in the circumstances specitied in 
clause (a) or (b) of paragraph (I), the employee shall sign a written 
undertaking to the effect that, as a professional obligation to his em- 
ployer, he is prepared to remain in the public service after completion 
‘of the training course for a minimum period equal to four times the 
period of the course and that during the said minimum period he will 
not voluntarily resign from the public service. If the employee does 
so resign, the violation of his undertaking shall be reported by the 
Director of Personnel to his new employer and to the professional or- 
ganization of which he is a member. 


Leave from duty to take advanced or supplementary technical 
training may be granted to technical employees under the same con- 
ditions ana on the same terms as are set oul in clauses 4 (I) and (5] 
above, provided, however, that the period of leave shall in no case 
be longer than three months. 


APPENDIX B 
RULES GOVERNING DISCIPLINARY PROCEDURE 


(Authorized by the Executive Council, October 23rd, 1958) 


If an employee's performance of his duties is unsatisfactory or if 
he is guilty of misconduct, neglect of duty or breach of discipline, he 
may be penalized by— 

(a) reprimand; 
(b) suspension of salary increases; 
(c) reduction of salary; 
(d) demotion; 
(e) suspension from duty, or 
termination of service 
in accordance with the rules and procedure set out hereunder. 
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Temporary Employees. In the case of full-time salaried employees not 
under permanent appointment, disciplinary action as above may be 
taken by any duly authorized officer of the department concerned, 
provided that— 


(a) suspension of salary increases, reduction of salary, demotion 


or temporary suspension from duty shall be imposed only it 
authorized by the deputy minister upon written report of the 
branch head or other supervising officer, and 

(b) an employee whose performance of his work is unsatistac- 
tory may be dismissed upon two weeks’ notice or with not 
more than two weeks’ pay in lieu of notice by the head of 
the branch, subject to prior confirmation of such action by 
the deputy minister, and 

(c) an employee who is guilty of misconduct, neglect of duty or 
breach of discipline may be dismissed without notice or be 
suspended from duty pending his dismissal, subject to prior 
confirmation thereof by the deputy minister and to the em- 
ployee's right to appeal against the dismissal. 


Permanent Employees. [In the case of an employee under permanent 
appointment the following rules shail apply— 


(1) 


(2) 


(3) 


No disciplinary action except by way of reprimand, may be taken 
by the branch head (or other supervisor] alone and without refer- 
ence to higher authority. 


If an employee's performance of his duties is unsatisfactory, he 
may be penalized, subject to the approval of the deputy minister, 
by suspension or postponement of salary increases, reduction of 
salary or demotion and/or he may be placed on probation for a 
period of two to six months pending a further review of his per- 
formance of his work, in which case the head of the branch shall 
notify the employee in writing as to the nature of the penalty 
being imposed and as to those aspects of his work in which his 
nerformance is considered to be deficient. 


(a! If the performance of the work of a permanent employee 
who has been placed on probation has not improved sut- 
ficiently during the period of probation to warrant continua- 
tion of his appointment or if, because of misconduct, neg- 
lect of duty or breach of discipline, it is proposed to ter- 
minate the service of a permanent employee, the branch 
head shall report the circumstances in writing to the deputy 
minister. 

(b) If the deputy minister or the Minister of a department is of 
the opinion that the employee's service should be termin- 
ated, he may order his suspension from duty and the deputy 
minister shall give written notice to the employee stating— 
( i) that the department proposes to terminate his service 

either by dismissing him or requiring his resignation; 
(ii) the reasons therefor; 
(iii) the date of effect of his suspension; 
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(iv) that the employee may appeal against the termination 
of his services by forwarding written notice of appeal 
to the Chairman of the Public Service Commission with- 
in 10 days of the date of the notice of his suspension, 
and 

(v) that if no appeal is made, the employee's dismissal or 
resignation will be effective as of the date of his sus- 
pension. | 

(c)_ A copy of the notice of suspension shall be forwarded by the 
deputy minister to the Chairman of the Public Service Com- 
mission. 

(d) If an appeal is received from the suspended employee, the 
same shall be reported by the Chairman of the Public Ser- 
vice Commission to the Chairman of the Joint Council, and 
the Joint Council may make such investigation of the matter 
as it deems proper and shall report through its Chairman to 
the Executive Council. 

(e) Upon report of the Joint Council, the final decision as to 
whether the employee shall be dismissed, required to resign 
or be otherwise disciplined shall rest with the Executive Coun- 
cil. 


APPENDIX C 
| SICK LEAVE (PART-TIME EMPLOYEES) 
(Order-in-Council 941/50 amended by Order-in-Council 1361/58 


Ome] Each part-time employee who is regularly employed and who 

works— 

(a) not less than three (3) hours on each working day, or 

(b) not less than seven (7) hours per day on not less than two (2) 
fixed days per week or not less than ten (10) fixed days per 
month, 

ata monthly, daily or hourly rate of pay and whose duties are per- 

formed during the normal working hours for the class of work in- 

volved shall in the event of his illness be eligible for sick leave with 

pay in accordance with the provisions of these Regulations. 

(2) The period of service rendered by a part-time employee prior 
to the coming into force of this Regulation shall be taken 
into account in reckoning any sick leave to be granted to him. 

(3) The foregoing provisions shall not apply to any person who is 
employed under contract or on a fee basis. 


PAY IN LIEU OF HOLIDAYS (PART-fiME EMPLOYEES) 
(Order-in-Council 1736/56 amended by Order-in-Council 1361/58) 


17 (I) Each part-time employee who is regularly employed and who 
WOrkKS— 
(a) not less than three (3) hours on each working day, or 
(b) not less than seven (7) hours per day on not less than two (2) 
fixed days per week or not less than ten (10) fixed days per 
month. 
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at a monthly, daily or hourly rate of pay and whose duties are per- 
formed during the normal working hours for the class of work in- 
volved shall receive pay in lieu of annual holidays at the rate of six 
per cent (6%) of his basic rate of salary or wages. 

(2) Holiday pay shall be designated as such and shall be paid 
with the employee's salary or wages at the end of each pay-period. 
(3) The foregoing provisions shall not apply to any person who is 
employed under contract or on a fee basis. 


APPENDIX D 
ANNUAL REPORT 
of the 


SUGGESTION AWARD BOARD 
for the year ended December 31st, 1958 


The Suggestion Award Board was established on August Ist, 1958, by 
Order-in-Councii 1108/58 which also set forth regulations governing the 
operation of the Suggestion Award Plan. That order-in-council appears at 
the end of this report. ; 

The Board held its first meeting on August 2|st, 1958, and appointed 
Mr. J. H. Holloway as its Chairman, Mr. J. E. Overholtzer was appointed 
Vice-Chairman and Mr. M. A. St. J. de Branscoville was appointed as Secre- 
tary to the Board. 

Steps were taken to publicize the Suggestion Award Plan by the post- 
ing of notices on the various departmental bulletin boards and by an 
article published with the co-operation of the Civil Service Association in 
The Civil Service Bulletin. The latter medium of publicity continued in use 
during the rest of the year. 

Some disappointment at the quality of the earlier suggestions receiv- 
ed was felt by the Board, but towards the end ot the year, a considerable 
improvement was noticeable. To save the time of the Board as a whole, 
and also the time of departmental appraisal committees, it was agreed 
that suggestions should be reviewed on receipt by the Chairman and Sec- 
retary, who were authorized to reject any which were (a) evidently frivol- 
ous; (b) duplications of previous suggestions; (c) in the nature of grievances, 
or (d) outside the Board's terms of reference. 

Copies of otherwise valid suggestions are forwarded immediately to 
the members of the Board and to the appropriate departments for ap- 
craisal. On report by those departments, each suggestion is considered 
by the Board as a whole and is either rejected or reported to the Provincial 
Treasurer as acceptable with the Board's recommendation as to the award 
to be paia to the suggestor. 

During the five months of operation of the plan in 1958, 102 sugges- 
tions were received. Six were accepted and awards therefor in a total 
sum of $125.00 were paid. To promote wider employee interest in the 
plan, the Board was able to arrange for good newspaper coverage of the 
granting of those awards. The first award, made jointly to two members 
of the staff of the Research Council of Alberta, was the subject of a special 
presentation ceremony at which Mr. Oberholtzer presented the award 
cheques to the suggestors. 
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Statistics on the suggestions received from employees in the various 
departments, with a breakdown of the general reasons for rejecting those 
found to be unacceptable are set out in the tabulation on the next page. 
The majority of suggestions so far received have dealt with ideas for im- 
proving service to the public or for the more efficient conduct of depart- 
mental operations. Only a few have had reference to the saving of expendi- 
ture. 


It cannot be said that the Board is entirely satisfied with the manner 
in which the Suggestion Award Plan has operated during its early stages. 
There have been some difficulties in getting it accepted as a recognized 
method of improving efficiency and economy in the Public Service, and 
the Board has not yet solved the problem of how to deal with senior depart- 
mental officers who tend to regard bona fide suggestions as a reflection 
upon their methods of management. It is felt, however, that these prob- 
lems are no more than teething troubles and that they can be dispelled by 
the development of closer liaison between the Board and the members of 
departmental appraisal committees. It needs to be recognized that a 
plan of this nature cannot be expected to prove its worth right at the out- 
set, nor can it be expected to run like clockwork from its very beginning. 
The Board has in mind various ways and means ot improving the operation 
of the pian, and it will be glad to receive any suggestions which may 
assist it in that aim. 


J. H. HOLLOWAY, 


Chairman. 
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O.C. 1108/58 
Approved and Ordered, 


(Signed) JOHN J. BOWLEN, 
LIEUTENANT-GOVERNOR. 


Edmonton, Wednesday, July 30th, 1958. 


Upon the recommendation of the Honourable the Provincial Treasurer, 
dated July 23rd, 1958, the Executive Council advises: 


THAT, pursuant to the provisions of section 32 of THE PUBLIC 
SERVICE ACT, being chapter 263 of the Revised Statutes of Alberta, 1955, 
tne regulations appended hereto, governing the operation of a Suggestion 
Award Plan, be and are hereby made effective on and from the First day 
ot August, 1958, and 


THAT, effective the First day of August, 1958, the following be and 
they are hereby appointed as members of the Suggestion Award Board 
referred to in Clause | of the said regulations: 


JOHN H. HOLLOWAY, Chairman, Public Service Commission; 
KENNETH J. HAWKINS, Deputy Provincial Treasurer; 

ELBORNE R. HUGHES, Deputy Provincial Secretary; 

JOHN E. OBERHOLTZER, Deputy Minister of Industries and Labour; 
HEBER G. JENSEN, Deputy Minister of Lands and Forests; 


LEWIS E. STEWART and DANIEL SCHNEIDER, representing the Civil 
Service Association of Alberta. 


(Signed) ERNEST C. MANNING, 


Chairman. 
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REGULATIONS GOVERNING THE OPERATION OF A SUGGESTION 
AWARD PLAN 


|. There is hereby appointed a Suggestion Award Board, consisting of 
the Chairman of the Public Service Commission, the Deputy Provincial 
Treasurer, the Deputy Provincial Secretary, the Deputy Minister of Indus- 
tries and Labour, the Deputy Minister of Lands and Forests and two 
nominees of the Provincial Executive of the Civil Service Association of 
Aiberta. 


2. The Board shall appoint a Chairman and a Vice-Chairman from 
amongst its members. 


3. Four members of the Board (including one of the Association nominees) 
shall constitute a quorum. 


4. The functions of the Board shall be— 


(a) to publicize the Suggestion Award Pian throughout the Public 
Service by such means as may be practical and appropriate; 


(b) subject to the other provisions of these regulations, to establish 
suitable porcedures for the submission and evaluation of sugges- 
tions made by employees in the Public Service which may be of 
practical value for— 

(i) the improvement of work methods, procedures or systems, 

( ii) the standardization of procedures in government depart- 
ments, 

( iii) the reduction of administrative or operating costs, 

( iv) the elimination of unnecessary operations, 

( v) the provision of better service to the public, 

( vi) the saving of time, materials, supplies, equipment or man- 
power, 

( vil] ut elimination of waste or the utilization of waste mater- 
ials, 

(viii) the improvement of tools, machinery or equipment, 

( ix) the reduction or elimination of accidents and fire and 
work hazards, 

( x) the betterment of work conditions in respect of safety, 
health and sanitation, 

or which may contribute in any manner to greater efficacy or 

reduced costs in the execution of any ot the operations or services 

carried out by the Public Service. 


(c) to recommend to the Lieutenant Governor in Council the amount 
of the award to be granted to any employee for an acceptable 
suggestion made by him. 


5. Meetings of the Board, the appointment of a secretary and any neces- 
cary clerical assistants and other matters relevant to the proper execution 
of the Board's functions shall be arranged by the Board in accordance with 
the provisions and general intent of these regulations and subject to the 
approval of the Provincial Treasurer. 
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6. (1) Any employee in the Public Service, other than members of the 
Board, or two or more employees jointly may submit to the Board any sug- 
gestion of the nature referred to in Regulation 4(b). 


(2) Each suggestion shall be set forth in writing over the signature of 
the employee or employees submitting the same and shall be delivered or 
mailed to the secretary of the Board. 


7. {t) The Board may make arrangements with the Deputy Minister of 
each department for the appointment of a departmental suggestion ap- 
praisal committee. 


(2) To assist it in determining the value of any suggestion, the Board 
may refer the same to the appropriate departmental committee or com- 
mittees or to any other person, body or departmental branch for investiga- 
tion and evaluation. 


(3) When any suggestion is so referred by the Board, the name of 
the employee who has submitted the same shall not be disclosed by the 
Board. 


8. (1) The Board shall see that all suggestions are investigated with 
proper diligence and within sixty days of the date of submission of any 
suggestion, shall inform the suggestor as to the acceptability of his sugges- 
tion or as to the progress made in investigating the same. 


(2) Upon completion of the investigation of each suggestion, the 
Board shall report through the Provincial Treasurer to the Lieutenant- 
Governor in Council as to the amount of the award, if any, which should 
be granted to the Employee or employees who submitted the same. 


(3) In the case of accepted suggestions which, on implementation, 
would result in a saving of costs, the award shall not exceed ten per cent 
of the estimated savings which would be effected during the first year of 
implementation of the suggestion or $5,000.00, whichever is the lesser. 


(4) In the case of accepted suggestions which cannot be readily 
evaluated on a monetary basis, the Board may recommend the granting of 
such award as it may consider reasonable. 


(5) The minimum award for any accepted suggestion shall be ten 
dollars. 

(6) For any suggestion which, for technical or administrative rea- 
sons, cannot be implemented in the form submitted, but which shows a 
conscientious effort on the part of the suggestor or which leads to the 
adoption of other measures for attaining the same end, the Board may 
recommend a token award not exceeding twenty-five dollars. 


(7) An award shall not be made for any suggestion which the sug- 
gestor might reasonably be expected to make in the normal course of his 
duties, but he may be granted an award for a suggestion which, in the 
opinion of the Board, goes beyond the regular requirements of his position 
and if it were not made in the normal course of his duties, would indicate 
no lack of efficiency on his part. 


(8) The amount of each award to be granted shall be as authorized 
by the Lieutenant-Governor in Council. 
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9. The Provincial Treasurer shall have charge of the funds appropriated 
for operation of the Suggestion Award Plan and shall make payment of 
awards in cash as authorized by the Lieutenant Governor in Council. 


10. (1) The Board may make provision for the granting of awards in kind 
instead of in cash in cases where the monetary value of the award is less 
than twenty dollars. 


(2) A list describing the available awards in kind shall be published 
by the Board. 


(3) Acceptance of an award in cash or in kind shall be at the option 
ot the suggestor. 


11. The Board shall prepare an annual report of its transactions and the 
same shall be submitted to the President of the Executive Council as part 
of the Annual Report of the Public Service Commission. 
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